
Your Name: Supervisor 

Leave Date: 05/13/18 Destination:

Return Date: 05/19/18 Trip Purpose: Per Diem: 116.00      

Method of Travel: (check one) Travel Advance: 494.00           

City Vehicle: Air: x use M&IE column

Personal Vehicle: x Other: Explain:

Attach applicable receipts for motel/lodging expenses, public carrier tickets, personal auto mileage/gas/tolls, regist fees, etc.

Day of Week Sunday Monday Tuesday Wednesday Thursday Friday Saturday Category

Date 05/13/18 05/14/18 05/15/18 05/16/18 05/17/18 05/18/18 05/19/18 Totals

  Allowable Lodging 243.99           243.99           243.99           243.98           243.98           243.98           1,463.91      
Lodging paid w/ City VISA 243.99           243.99           243.99           243.98           243.98           243.98           1,463.91      

Breakfast (20%) 23.20             23.20             23.20             23.20             23.20             23.20             139.20         

Lunch (30%) 34.80             34.80             34.80             34.80             34.80             34.80             208.80         

Dinner (50%) 58.00             58.00             58.00             58.00             58.00             58.00             58.00             406.00         

Total Meals (w/per diem) 58.00             116.00           116.00           116.00           116.00           116.00           116.00           -                754.00         

Fuel/Parking 84.32             84.32           

Air Fare 585.66           585.66         

Toll/Shuttle Bus/Taxi 1.60               27.19             28.79           

Mileage (Enter as miles) 50.70             50.70             101.40         

Calculated mileage (x.545) 27.63             -                -                -                -                -                27.63             -                55.26           

Total Transportation 614.89           -                -                -                -                -                139.14           -                754.03         

Transportation paid w/ City VISA 585.66           585.66         

Registrations 645.00           645.00         

Registration paid w/ City VISA 645.00           645.00         

Total Cost 1,561.88        359.99           359.99           359.98           359.98           359.98           255.14           -                3,616.94      

City VISA Charges (Total) 1,474.65        243.99           243.99           243.98           243.98           243.98           -                -                2,694.57      

Non-Visa Charge 87.23             116.00           116.00           116.00           116.00           116.00           255.14           -                922.37         

Advance Received (-): $494.00

City Owes Employee: $428.37

Employee Owes City -ZERO-

If splitting between multiple Accounts please use box below     

Travel Request Filled out:

TOTAL -$              

Employee Signature: Date:

Supervisor Approval: Date:

Dept. Head Approval: Date:

(Out of State Travel)           City Manager: Date:

(If Required)                       Mayor: Date:

Approved by Accounts Payable: Date:

Please answer the following questions regarding your travel:

Attach applicable receipts for motel/lodging expenses, public carrier tickets, personal auto mileage/gas/tolls, regist fees, etc.

I hereby certify that the travel indicated hereon was incurred in the discharge of official City of Lawrence business and that 

information shown is correct; that no part of the compensation claimed was of a non-City business nature.

Employee incurred $200 in data charges on City issued IPAD.  Amount City owes employee has been adjusted for this
Comments:

www.gsa.gov/portal/content/104878

001.1.1010.2022City Account Number:

Your Department:Leslie Soden Stuart Boley City Commission

Ottawa, Canada

ICML 55th Annual Confernce

How did this apply to your job? 

How will this add value to the City of 

Lawrence?

Would recommend attending again?

City Account Number:

YES

NO

soden-travel-expense-statement-icml-conference.xls.xls   6/18/2018

rev. 03/02/10 kl

Corrected 06/18/18 - Conf. 
Registration was transposed.  
Should have been $645.00.  See 
second page for signatures.
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